
If you have not hear back from 
the title insurer or your client, 

continue to follow up with them 
until the deal is closed--

CLOSE THE DEAL
008

Once you have secured a client, 
clearly communicate the 

process:
approval, fulfilling conditions,

watching the penalties, closing 
and post closing

COMMUNICATE
002

Obtain all documents 
needed from clients to 

package and send them 
o� to the lender

GATHER DOCUMENTS 1. Completed application/credit 
bureau

2. Income documents (as per lender 
guidelines)

3. Renewal agreement or most recent 
mortgage statement

4. Property tax bill or Full Condo 
Status Certificate if applicable

5. Home insurance policy

6. Copy of the charge if available – 
double check collateral or standard 
mortgage charge prior to submission

7. Is the mortgage insured?  If so, call 
the insurers and obtain the original 
insurance approval number – ensure 
this information is in your submission 
notes

8. Borrower ID

9. Request for statement & 
authorization - signed by your 
borrower(s) (Must be a Wet 
Signature and not Docusign)

DOCUMENTS NEEDED

1. O�er to review their mortgege 
annually: review the penalty to break 
vs. the current rates and calculate if 
there are savings to be had & 
communicate the outcome with 
potential client

2. Follow ups are key: Ensure you have 
documented the renewal date well in 
advance of the maturity date. File it in 
your books and follow up these 
renewals well in advance. Set the 
table with the client at the final year 
mark.

3. Anytime you are speaking to anyone 
who has a mortgage, mention what 
you do and try and get their mortgage 
statement. If you are successful in 
receiving the statement, save it in 
your annual review bucket and review 
their mortgage each year the same 
way you would an existing client

DRUMMING UP TRANSFER CLIENTS

003
Follow up with client a�er 

payout is received, 
remind them of signing 

process, address any 
changes in the penalty

CLIENT FOLLOW UPS
007

Collect leads for potential clients through 
the brokerage, word of mouth, or other 

means of marketing

DRUM UP THE BUSINESS
001

Follow up with title insurer – make sure 
they have instructions, continuously

check in until payout statement is in hand

INSURER FOLLOW UPS
005

Watch for the payout statement, 
review against numbers 

originally presented to client

PAYOUT
006

Ensure that your client meets all 
conditions before lender will

instruct 

*pro tip- sometimes you can get 
instructed before all conditions 

are met if you ask nicely and have 
a good track record with your 

underwriter!

SIGN THE CLIENT
004
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How to obtain
and Close a Deal
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